Laulima Tutorial - Sending Announcements

Creating and Adding an Announcement
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Video Screencast (2:33)
by UHM College of Education’s Technology & Distance Programs

1. Loginto Laulima (https:/laulima.hawaii.edu) and go to your course site. If you do not already have the Announcements tool
added to the course, you can do so via Site Info > Manage Tools.

1} Announcements

2. Go to Announcements in the left-hand menu.
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3. Select Add.

+} ANNOUNCEMENTS

View Merge Reorder Options Permissions

4. Type the Title and Body of the
Announcement.

* Announcement
title

Alohal
*Body
? | [@ Source | =

B I US| x x| = =

lih
[}
é
=
B
N
b |
3]

Styles ~ | Normal ~ | Font

Welcome,|

body p

é\- Please make the content you create and upload accessible to all of our users.
For more information, see ITS Creating Accessible Content

EE L

@0 m

@

Words: 1, Characters {with HTML}): 16/1000000

Laulima Tutorial - Sending Announcements, March 2020




5. Determine who can access the Announcement. Under Access, select “Only members of this site can see this announcement”

5.| Access

6. Determine the access to the announcement. Under ) Only members of this site can see this announcement

Availability, select the option for when you would like the () This announcement is publicly viewable
Announcement made available. () Display this announcement to selected groups only

6. | Availability

/. Select Add Attachments to add any relevant files to the () Show - (Post and display this announcement immediately)
announcement (|f app[icab[e) () Hide - (Draft mode - Do not display this announcement at this time)
() Specify Dates - (Choose when this announcement will be displayed)

- ™
7.| Attachments

No Attachments Yet
)

8. To send email notification of the announcement to students

UH email address, select "High - All Participants" in the

Email Notification setting. -
L

.
Email ¥ High - All participants :
Notification Low - Not received by those who have opted out = Email None - No notification v
None - No notification "| Notification

Post Announcement Preview Cancel
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9. Click on Preview to view your announcement

Email None - No notification v
Notification

Post Announcement HEEY Cancel

prior to posting.

! ANNOUNCEMENTS

10. Cl.ICk on POSt Announcement. Announcement Preview

Subject Title of Announcement
Saved By Alice Swift
Access Only members of this site can see this announcement

Email Notification High - All participants

Message

Body of Announcement

Post Announcement

Once you have added one or more Announcements, you may delete and/or edit Announcement titles, dates,
and text by going back to the Announcements tab in Laulima.

For more information on Announcements, see How do | add an Announcement?
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